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OCT  1  9  2000  ^ 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


AP.TTCLE   I  RECOGNITION 


This  Letter  of  Understanding  is  entered  into  between  the  City  and 
County  of  San  Francisco  Municipal  Railway  and  United  Public 
Employees  Union  Local  790. 

Covered  under  this  agreement  are  Class  9131  Station  Agents. 


ARTICLE   IT   REQUESTS  FOR  TIME  OFF 


The  following  procedures  will  continue  to  be  in  effect: 


A.  All  requests  for  time  off   (comp.  time,    lieu-  days,  one 
day  vacation,   etc.)   must  be  submitted  to  Station 
Operations  at  least  10  business  days  prior  to  the 
requesned  date. 

B.  All  requests  must  be  in  duplicate . 

A.     All  weekend  requests  must  be  m-ade  on  the  proper 
color  coded  sheets. 

C.  Station  Operations  will  return  the  duplicate  copy  with 
approval  or  denial  at  least  five    (5)   business  days 
before  the  date  requested. 

D.  Even  though  Station  Operations  will  try  to  grant  short 
notice  requests,   the  operation  of  the  subway  must  be 
our  first  concern. 
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E.  Requests  not  conforming  to  these  guidelines  will  be 
handled  on  an  individual  case  basis  to  be  resolved  by 
the  manager  of  Station  Operations. 

F.  Requests  will  be  considered  on  a  first  come  first  serve 
basis . 

ARTICLE   TTT   POLICY  ON  TARDINESS 

Station  Operations  defines  tardiness  in  the  following  way: 

A.  An  employee  who  arrives  at  his/her  assigned  work 
location  after  the  scheduled  start  time  for  a 
designated  shift  or  assignment  with  the  exception  of 
opening  agents  in  accordance  with  reporting  procedures. 

B.  An  employee  who  has  not  followed  the  recognized 
reporting  procedures. 

C.  An  employee  reporting  late >   with  less  than  one  half 
(1/2)   hour  notification,   to  Station  Operations  or 
Control  Center,  prior  to  the  start  time  of  their 
regular  scheduled  shift  or  assignment. 

Station  Operations  will  use  the  above  listed  definitions  as  our 
guidelines  in  determining  any  employees  late  report.  Station 


3 


3  1223  06801  3649 


Operations  reserves  the  right  to  request  from  the  employee  who 
has  an  excused  late  report,   some  type  of  proof  that  their 
emergency  was  valid,   i.e.   receipts  from  a  repair  service. 
Employees  violating  the  tardiness  policy  are  subject  to  the 
disciplinary  procedure  stated  in  Article  XII  and  loss  of  pay. 

ap.TTCLE   TV  VACATION  POLICY 


Vacations  are  signed  for  on  the  calendar  year.  Part-time 
employees  earn  vacation  at  1/2  the  rate  of  full-time  employees. 
The  steps  outline  below  will  be  used  to  approve  vacations; 

A.     A  seniority  list  will  be  posted  in  each  Booth  and  at 
Station  Operations.     Sign-up  for  vacation  will  be  by 
seniority  in  accordance  with  date  of  hire  into  the  9131 
C 1  a s  ,      Sic^— '■''c  —'-^■~^-n<:  32r^  arra^csd  sc  f"''ll  "..'^^.^v 

vacations  run  Saturday  through  Friday.     Agents  must 
sign  for  the  full  vacation  week. 


B.  After  each  Agent's  name  on  the  seniority  list  will  be  a 
time- to  call  the  Bid  Supervisor.   If  Agents  have  any 
questions  regarding  the  bid,   contact  the  Bid 
Supervisor . 

C.  If  Agents  do  not  call  at  their  appointed  time  or  submit 
a  bid  slip     5  days  in  advance     the  Bid  Supervisor  will 
place  a  PASS  behind  their  name.     The  Sign-up  will 
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continue  as  scheduled.     Agent (s)    so  passed  will  be 
permitted  to  sign-up  only  on  open  dates  available  at 
the  end  of  the  vacation  bid. 

D.  Agents  not  signing  at  this  time  will  not  be  able  to  use 
seniority  to  bump  at  a  later  date. 

(1)  Three  agenns  per  week  from  January  to  April  and 
September  to  December. 

(2)  Four  agents  per  week  from  May  to  August. 

E.  Agents  cannot  sign-up  for  vacation  which  will  not  be 
earned  at  the  time  of  selected  vacation  date(s) , 

Opera-ions  for  cancellation  of  vacation.  Vacations 
signed  for  and  later  cancelled  at  Agent's  request  will 
be  available  by  first  come  first  serve. 

G.  Every  Agent  bidding  on  vacation  will  be  required  to 
submit  a  signed  "Vacation  Request  Form"  and  submit  it 
to  Station  Operations. 

H.  Station  Agents  shall  confirm  their  vacation  with  the 
Bid  Supervisor  by  phone.     An  approved  copy  will  be 
returned  no  the  Agent  within  seven   (7)    business  days  of 
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I.     station  Operations  shall  be  responsible  to  be  aware  of 
maximum  vacation  time  earned  up'  to  the  last  pay  period 
prior  to  the  sign-up,   for  each  employee  to  guarantee 
full  vacation  privileges  as  entitled.     Employees  are 
entitled  to  bid  for  all  time  ~o  be  earned  by  the  time 
vacation  is  scheduled. 

A^^'CLS  V   STATION  AGENTS    SENIORITY   POLICY  FOR  PURPOSES   OF  BIDDING 

Station  Agents  seniority  shall  be  established,  by  the  following 
facTiors;   collecrively  or  individually: 

01  ?..qsif  ^' r.?.ti  on  Service 

-1"'    ^— ""ic^  >^ce~.t^.  s  — '^icri~'''  '//ill  b"^  '^"sic"^ec  ba^-^ed  '^'^ 
classification  date  of  employment  and  in  accordance  with 
departmental  rules  and  regulations. 

Civil  Service  date  of  employment    (City  wide  service)    shall  have 
no  bearing  on-departmental  seniority  and  cannot  be  used  for 
bidding  purposes. 

A.   Place  on  list 

In  the  event  of  multiple  applicants  hired  at  one  time, 
seniority  will  be  assigned  by  their  place  on  the  Civil 


Service  list.     In  the  event  of  a  tie,   the  highest  last  four 
digits  of  the  employee's  social  service  security  number  will 
brealc  the  tie. 

ttiti  1  —  r  ime /Part  ~t  ime 

Status  of  position  shall  have  no  bearing  on  seniority 
placement.     Full-time  and  parr-time  status  shall  be  listed 
together  on    (1)    department  seniority  list.     In  the  event  of  a 
change  in  status,   seniority  shall  remain  intact  and  without 
change.     This  is  in  accordance  to  Section  II  of  this  policy 
and  past  practice. 

Seniority  List 

3"—    [ '  )    depart  men""   li^t  s""~all  b"^  ^■I'^rt  a"^d  ""ai"tai^ec  '^■^  ■^v^i^ 
immiediate  job  site(s)   and  management  office  at  131  Lenox  VJay 
(or  future  site)   at  all  times.     Management  and  Local  790 
Chapter  President  or  his  or  her  designee,   shall  be  responsible 
for  updating  seniority  lists  as  changes  occur. 

Official  seniority  list  shall  be  used  for  shift  bids,  vacation 
bids,   overtime,    fire  drills  and  special  events.     It  will  be 
used    as  an  important  factor  in  the  selection  of  out  of  class 
assignments. 
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fipTTTT.E  VT    SICK  ABUSE  POLICY 

A.     The  following  listed  items  will  be  used  as  the  criteria  to 
determine  what  Station  Operations  will  consider  as  abuse  of 
sick  leave,   Station  Operations,   to  remain  fair,   will  cnn.^iripy- 
parh  case  on  an  individual  basis  prior  to  placing  anyone  nn  g 
"Sick  Abuse  List".     The  past  accumulation  of  large  amounts  of 
sick  leave,  and  verifiable  long  term  illness  will  be  taken 
into  consideration. 

1.  Using  13  days  for  full-time    (6.5  for  Part-time). 

2.  Calling  in  sick  more  than  3  non-continuous  occasions  in 

I 

I  a  quarter. 

3.  Establishing  any  type  of  sick  use  patterns,  "3  or  more 
separate  incidents,  within  a  3  month  period.  (i.e. 
always  before  or  after  R.D.O.'s,   etc.)     NOTE:  Employees 
R.D.O.'s  will  be  taken  into  consideration. 

(a)   -Exceptions:     10  hour  agents  who  have  split  days 
off. 

4.  Establishing  a  pattern  of  going  on  the  sick  list  during 
the  middle  of  his/her  shift. 
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5.     A  paTitern  of  reporting  sick  on  regular  v7ork  days  after 
working  his/her  R.D.O. 

B.    Station  Operations  will  use  the  following  guidelines  to  keep 
records : 

1.  A  Sick  Abuse  List  will  be  established  and 

(a)  Employees  will  be  closely  monitored  for  a  12  month 
period  from  the  date  they  are  placed  on  Step  II 
discipline; 

(b)  any  employee  to  be  placed  on  the  sick  abuse  list 

I  will  receive  prior  written  notice  of  such  including 
an  explanation  of  the  nature  of  the  abuse. 

2.  Vacation/Lieu  Time/Floating  Holiday  will  not  be  used  to 
substitute  for  sick  days  unless  authorized  by 
management . 

3 .  Verifiable  Extended  illne?;ses  will  not  be  consider  a<=; 
gjck  abuse. 

RF.NEFICIAL  PAST  PRACTICES 

All  verifiable  past  practices  in  effect  at  the  time  of  this 
agreement  shall  remain  in  effect  through  the  term  of  this 
agreement . 
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Each  quarter,   beginning  July  1,   1989,  the  Union  and  station 
Operations  agree  to  meet  and  review  staffing  needs.  Management 
will  provide  to  the  Union  in  advance  of  each  meeting,  all 
documents  pertaining  to  staffing  including,  but  not  limited  to, 
all  regular  and  overtime  budgets,   and  information  regarding  all 
open  requisitions. 

ARTICLE  VTTT    SHIFT  BIDDING 

Three  times  annually,   in  January,   May,   and  September,   a  new  shift 
bid  will  be|  made  available.     Thirty  days  prior  to  the  bid,  the 
Union  and  Management  will  meet  and  confer  over  the  terms  and 
schedules  of  the  bid.     The  Union  shall  be  allowed  to  have  a 
monitor  present  at  each  job  bid. 

ARTICLE   IX  HEALTH   &  SAFETY 

A.  Muni  will  make  every  effort  to  maintain  staffing  at  a 
level  which  provides  a  safe  and  healthful  environment 
for  Station  Agents  and  the  general  public. 

B.  Booths  must  be  maintained  and  cleaned  on  a  regular 
basis. 
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The  Union  and  Management  agree  to  establish  a  joint 
Health  and  Safety  Committee  consisting  of  2  union 
representatives  and  2  management  representatives.  The 
committee  will  study  and  recommend  action  on  issues 
related  to  exhaust  from  the  computer  and  other  equipment 
and  air  quality  and  temperatures  within  the  booth. 


ARTTCT-S   y  OVERTIME 


Agents  will  be  notified  in  advance  of  events  where  funds  are 
available  for  overtime  work. 

■ART T CLE   XT   CAREER  ADVANCEMENT 

i 
I 

Management  shall  insure  that  all  Station  Agents  receive 
notification  of  any  classes,  conferences,  programs,  and 
promcnional  opportuninies  in  a  timely  manner. 

ARTICLE   XTT   DISCIPLINARY  PROCEDURE 

The  purpose  of  this  procedure  is  to  provide  progressive, 
corrective  discipline.     Every  effort  will  be  made  to  administer 
discipline  towards  the  goal  of  improving  employee  performance. 
Employees  with  chronic  performance  problems  will  be  advised  of 
the  services  available  through  Employee  Assistance  Program. 
Employees  with  alcohol  and  drug  abuse  problems  will  be  allowed 
sufficient  time  off  with  out  penalty  to  rehabilitate. 
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The  following  step  process  applies  to  routine  minor  violations  of 
daily  operations  including  tardiness,   sick  abuse,   and  late 
reports.     More  serious  offenses  may  involve  skipping  over  the 
ixiitial  steps  and  following  the  guidelines  proposed  in  the  PUC 
Disciplinary  Handbook. 

Step  1       Documented  Verbal  Warning 

A.  Within  30  calendar  days  of  the  incident  leading  to 
discipline  the  employee  may  be  given  a  verbal  warning. 

B.  The  verbal  warning  must  be  given  at  a  meeting  between 
the  supervisor  and  employee.     The  employee  will  be  told 
of  her/his  righu  -co  have  a  Union  P.epresentat ive  present. 

1.     At  the  meeting  the  employee  will  be  told: 


a.  The  specific  nature  of  the  offence; 

b.  the  specific  corrective  action  needed  to  remedy 
the  problem; 

c.  that  the  employee  must  not  repeat  the  offense 
within  the  next  3  months;  and 

d.  what  specific  further  disciplinary  action  may  be 
taken  if  the  offense  is  repeated. 
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2.  The  employee  is  required  to  sign  a  "verbal  warning 
card."     The  employees'   signature  does  not 
acknowledge  quilt,   it  merely  acknowledges  the 
verbal  warning  took  place. 

3.  Second  verbal  warning.     A  second  violation  within 
the  three    (3)   month  probationary  period  shall 
extend  the  probation  to  six   (6)   months  beginning 
from  the  date  the  second  verbal  warning  is  issued. 

Step  2 

A.  Within  30  days  of  the  incident  leading  to  discipline  the 
employee  may  be  given  a  white  Employee  Conference  Form 
and  disciplinary  conference.     The  employee  is  required 
to  sign  the  Form.     The  employee's  signature  does  not 
acknowledge  guilt,   it  merely  acknowledges  receipt  of  the 
form.     The  employee  must  be  provided  with  a  copy  of  the 
signed  Form  within  5  calendar  days. 

B.  The  Form  must  state  the  specific  nature  of  the  offense. 
Corrective  action  is  to  be  taken  and  what  disciplinary 
action  will  result  if  the  problem  is  not  corrected. 

C.  The  employee  must  be  informed  of  his/her  right  to  Union 
representation  at  the  conference.  Management  will 
provide  notification  of  the  conference  to  the  Union. 
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D. 


If  -the  discipline  is  upheld  the  employee  may  not  repeat 
the  offense  during  the  six   (6)   month  probationary  period 
which  will  begin  on  the  date  Form  is  issued. 


Step  3 

A.     Within  30  days  of  the  incident  leading  to  discipline  the 
employee  must  be  given  a  D-1  and  disciplinary 
conference.       The  employee  is  required  to  sign  the  D-1. 
The  employee's  signature  does  acknowledge  guilt,  it 
merely  acknowledges  receipt  of  the  D-1.     The  employee 
must  be  provided  with  a  copy  of  the  signed  D-1  within  5 
calendar  days .  j 

3.     The  D-1  must  state  ~he  specific  nature  of  the  offense, 
what  corrective  action  must  be  taken  and  what 
disciplinary  action  will  result  if  the  problem  is  not 
corrected. 

C.  The  employee  must  be  informed  of  his/her  right  to  Union 
representation  at  the  conference.     Management  will 
provide  notification  of  the  conference  to  the  Union. 

D.  If  the  discipline  is  upheld,   the  employee  may  not  repeat 
the  offense  during  the  nine    (9)   month  probationary 
period  which  will  begin  the  daue  the  D-1  is  issued. 
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within  30  days  of  the  incident  leading  to  discipline  the 
employee  must  be  given  a  second  D-1  and  disciplinary 
conference.     The  employee  is  required  to  sign  the  D-1. 
The  employee's  signature  does  not  acknowledge  guilt,  it 
merely  acknowledges  receipt  of  the  D-1.     The  employee 
must  be  provided  with  a  coy  of  the  signed  form  within  5 
calendar  days. 

The  D-1  must  clearly  state  the  specific  nature  of  the 
offense,   the  purpose  of  discipline,   corrective  action  to 
be  taken  and  what  discipl  ine,  will  result  if  the  problem 
is  not  corrected. 

The  employee  must  be  informed  of  his/her  right  to  Union 
representation  at  the  conference.     Management  will 
provide  notification  of  the  conference  to  the  Union. 

If  the  discipline  is  upheld,   the  employee  must  not 
repeat  the  offense  for  the  next  nine    (9)  months 
probationary  period,   which  will  begin  on  the  date  the 
Form  III  is  issued. 


Suspension 

Within  30  days  of  the  incident  leading  to  discipline  the 
employee  must  be  given  a  notice  of  proposed  disciplinary 
ac-cion  -  suspension    (Form  D-2)  .     The  notice  rausr 
ccnuain : 

1.  A  statement  of  the  specific  charges. 

2.  The  rule  or  policy  violated. 

3.  The  date(s)   of  the  violation. 

I 

4.  The  specific  discipline  proposed. 

5.  The  daue  than  che  discipline  will  begin. 

6.  A  statement  informing  the  employee  of  his/her  right 
to  a  full  evidentially  hearing  prior  to  the 
imposition  of  discipline. 

7.  A  statement  informing. the  employee  of  his/her  right 
to  seek  all  evidence  leading  to  the  decision  to 
discipline. 

8.  A  statement  informing  the  employee  of  his/her  right 
to  Union  representation.     Management  will  provide 


Step  5  - 


A. 
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9. ■   A  statement  informing  the  employee  of  other  appeal 
rights. 


employee  must  be  informed  -hat  any  reoccurrence  of 
same  offense  may  lead  to  discharge. 

Step  6  -  Recommendation  For  Dismissal 

•.A.  Within  30  days  of  the  incident  leading  to  discipline  the 
employee  must  be  given  a  Notice  of  Proposed  Discipline  - 
Dismissal.     The  notice  m.ust  connain: 

1.  A  statement  of  the  specific  charges. 

2.  The  rule  or  policy  violated. 

3.  The  date(s)    of  the  violation. 

4-     The  specific  discipline  proposed. 

5.  The  date  that  the  discipline  will  begin. 

6.  A  statement  informing  the  employee  of  his/her  right 
to  a  full  evidentially  hearing  prior  to  the 
imposition  of  discipline. 


The 
the 
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A  statement  informing  the  employee  of  his/her  right 
to  seek  all  evidence  leading  to  the  decision  to 
discipline 


8.  A  statement  informing  the  employee  of  his/her  right 
to  Union  representation.     Management  will  provide 
the  Union  with  a  Notice  of  Proposed  Discipline. 

9.  A  statement  informing  the  employee  of  other  appeal 
rights. 

Article  XIII  -  Ratification  and  Enforcement 

Provisions  of  this  agreement  are  enforceable  under  Civil  Service 
Rule  IS,   Grievance  Procedure. 

Each  party  agrees  to  be  responsible  for  ratifying  this  agreement 
according  to  the  rules  and  laws  of  each  organization. 
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Trv-RM  OF  .Ar^RFEMENT 


This  Agreement  shall  become  effective  July  1,  1989  and  remain  in 
effect  through  June  30,  1992. 


For  Muni  Por — tirte-~-U-nion 


JB :  cw 
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